HEADQUARTERS
UNI TED STATES EUROPEAN COMVAND
APO AE 09128

STAFF MEMORANDUM 22 January 1997
NUMBER 5- 14

ADM NI STRATI VE MATTERS

Recor ds Managenent

| . Summary. This Staff Menorandum (SM:

a. Prescribes policies and responsibilities for the HQ USEUCOM Recor ds
Managenment Program

b. Describes and assigns reporting requirenments.

2. Applicability. This SMapplies to all HQ USEUCOM di rect or at es/ st af f

of fices, Security Assistance Organizations (SAGCs), USEUCOM Logi stics

Coordi nation Cells (ULCCs), other assigned activities, and any associ ated unit
under the auspi ces of USEUCOM

3. Internal Control Systems. This SMcontains internal control provisions
and is subject to the requirenents of the internal nanagenent control program
For HQ USEUCOM and subordi nate joint activities, the applicable internal
control directive is ED 50-8, Internal Managenent Control Program

4. Suggested | nprovenents. The proponent for this SMis the Adnministrative

Managenent and Servi ces Branch, Adjutant General Division, Manpower, Personnel
and Admi nistration Directorate. Suggested inprovenents should be forwarded to
HQ USEUCOM ATTN: ECJ1- AAR, Unit 30400, Box 1000, APO AE 09128.

5. References. See Appendi x A

6. Explanation of Terns. See the glossary sections of the follow ng
regul ations: AR 25-1, AR 25-50, AR 25-400-2, AR 340-21, and DA Pam 25-51.

7. Responsibilities.

a. The Director for Manpower, Personnel and Adm nistration (ECI1)
exerci ses staff supervision over the USEUCOM Records Managenent Programto
provide for nodern, efficient, and systematic |life cycle nanagenent of all
recorded information regardl ess of nmedia. The Records Managenent program
ensures that information is available in a usable formand official business
is docunented. It ensures conpliance with information access |aws and
protects both the Government and the individuals' rights and interests.

This Staff Menorandum supersedes SM 5-14, 11 Mar 91.
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b. The USEUCOM Records Manager is responsible for the USEUCOM Records
Managenment Program and will direct and eval uate inplenmentation of the Mdern
Arny Recor dkeepi ng System (MARKS). The program objectives are the cost
effective creation of records, retention of permanent records, and pronpt
di sposition of noncurrent records.

c. In Headquarters directorates or staff offices Records Managers wil |
be designated in witing and are responsible for the internal records
managenent prograns of their organizations as prescribed in this SM

d. The records managers at SAGCs/ULCCs and special activities will be
designated in witing and are responsible for the internal records nanagenent
prograns of their organization as prescribed in this SM

8. Policy:
a. Administrative Policy.

(1) DoD 5015.2,, Records Management Program directs establishment of
a records managenent program at unified comuands.

(2) DoD Directive 5100.3, Support of the Headquarters of Unified,
Speci fied, and Subordi nate Joi nt Commands, provides that the Departnent of the
Arny has "support responsibility" for the U S. European Command and is the
executive agent for USEUCOM The Arny Informati on Resources Managenent
Program AR 25-1, applies, except as otherw se noted.

b. Records Managenent Policy.

(1) Limt the creation of records to those essential for the efficient
conduct of official business and establish effective controls over the
creation, organi zation, maintenance, and di sposition of those records. Records
are accumul ated to docunent official business and will not be destroyed or
renoved w t hout proper authority. Section 2017, Title 18, United States Code
18 (18 USC 2071) provides penalties for the willful and unlawful destruction
or removal of public records.

(2) Acquire, use, and dispose of controlled equipnment in a manner that
i nproves efficiency and reduces costs.

(3) Protect personal information from unauthorized usage and
di scl osure.

c. Training Policy. Mdern Arnmy Recordkeepi ng System (MARKS) training
for HQ USEUCOM and field activities consist of an interactive video and
wor kbook course. Training is mandatory for all new admi nistrative support
personnel and will comrence within 60 days of arrival. Staff assistance or
training by the USEUCOM Record Manager is avail abl e upon request. Requests
for staff assistance visits nmust be made in witing and funded by the
requester if TDY is involved.
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d. Program Eval uation Policy.

(1) Records managers at the Headquarters wi |l conduct annual records
managenment surveys of each office of record under their auspices using the
checkl i st provided at Appendix B. The survey will be docunmented simlar to the
exanpl e at Appendix C, and include findings and recommended corrective
actions. Corrective actions will be suspensed and tracked until conpletion
A periodic evaluation of the Headquarters Record Managenent Progranms will be
conduct ed by the USEUCOM Records Manager to determ ne conpliance with
prescri bed records managenment policy and procedures. Nornally, this
eval uation will be conducted once every eighteen nonths. File surveys wll
be maintained in file nunber 25-1g.

(2) Records managers at the SAGCs, ULCCs, and special activities will
conduct annual surveys of their organizations using the guidelines in
par agraph 5(d) (1) above. During the USEUCOM I nspector General inspection, the
USEUCOM Recor ds Manager or designated representative will survey all offices
of record to ensure conpliance with records managenent policies and
procedures. File surveys will be maintained in file nunber 25-1g.

9. Procedures for Files Managenent. Records Managenent includes the life
cycl e managenent of information contained in automated and manual information
systens to include paper, audio, visual, and inmage information systenms. The
MARKS wi Il be used to maintain and manage i nformation

a. Records are books, papers, maps, photographs, machi ne-readable itens
(such as disks, tapes, cards, printouts, aperture cards, roll mcrofilm
m crofiche, |laser disk, optical disk, optical card, other optical recording
medi a) filmslides, view graph transparencies, or other docunmentary materials
regardl ess of physical formor characteristics, nmade or received by any entity
of the Departnment of Defense as evidence of the organization, functions,
pol i ci es, decisions, procedures, operations, or other activities of the
Depart nment of Defense or because of the informational value of the data in
t hem

b. The MARKS, AR 25-400-2, provides procedures for systenatic
identification, maintenance, retirenment, and destruction of information
MARKS applies to records as defined bel ow.

(1) Al unclassified joint records including FOR OFFI Cl AL USE ONLY.

(2) Al classified joint records through SECRET. TOP SECRET records
may be arranged using MARKS or in any manner that will nmake accountability and
control easier. Regardless of the arrangenent used, the disposition instruc-
tions in MARKS will be applied to SECRET and TOP SECRET docunents. TOP SECRET
records will generally be downgraded to a | ower classification prior to
retirement, except those in overseas conmands and those which are deposited in
the U S. Arny Intelligence and Security Command (1 NSCOM Records Center.
Retirement of TOP SECRET records will be in accordance with AR 380-5.

c. MARKS does not apply to:
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(1) Publications stocks, reference material, and books in library
accunul ati ons.

(2) NATO docunents. Refer to SM 25-13 for control of NATO materi al

(a) 1In accordance with USSAN I nstruction |[-69, NATO docunents
superseded or no | onger needed will be destroyed. It is not necessary to
await destruction instructions fromthe originator. Al holders of NATO
classified material shall reviewtheir holdings at |east annually to ensure
material is reduced to the maxi num extent practicable. Holders shall not
permanently retire NATO cl assified docunents. The Central U S. Registry,
Washi ngton, DC, is responsible for maintaining sel ected NATO docunents in a
NATO hi storical file.

(b) NATO docunents may be stored in the sanme approved security
contai ner with non-NATO docunents provided they are separated by a file
divider. Co-mngling of NATO and non- NATO docunents in the same file folder
is prohibited. No indication as to NATO subject matter will appear on the
outsi de of the container

d. Files List.

(1) Afiles list will be used w thin USEUCOM At Appendix D is list
of recommended file series for use within the headquarters and field
activities. Each organization will maintain files created or accumnul ated as a
result of functions described in SM 20-1

(2) Each organization nmay select either a centralized or decentralized
file system Sone general guidelines to observe follow

(a) Centralize TOP SECRET and COSM C files to the maxi mum ext ent
consi stent with operational efficiency.

(b) Decentralize UNCLASSI FI ED t hrough SECRET files to the | owest |evel
practicable, normally to those action officers who require access to files on
a regul ar basis.

(3) Each office of record will maintain a files list. See sanple file
lists at Appendix E. Each files list will contain elenments described in a - e
bel ow.

(a) The MARKS number for each record series maintained in the office.

(b) The title of each MARKS nunber on the |list and when needed for
clarity, a brief description of the actual documents under that nunber.

(c) The system nunber for records subject to the Privacy Act (5 U S.C
552a).

(d) ldentification of nedia i.e., paper, conputer disk, mcroform etc.

4
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(e) The disposition

(4) The files list will be kept current by naking changes as file
nunbers are added or deleted. The records managers at USEUCOM and field
activity will reviewthe lists for conpl eteness and accuracy by validating and
approvi ng each list after changes. Upon review and approval, the records
manager will initial and date the files list in the upper right hand corner

f. The retention standards within AR 25-400-2 are the only | ega
authority for destruction of nonpermanent records and the disposition of
permanent information. Refer to Chapter 7 for detailed instructions.

g. Labeling.

(1) Al file folders and records containers will be |abeled. Proper
| abeling is essential for accurate filing, retrieval, and disposition of
records.

(2) Labels will include the file nunber, file title, disposition
i nstructions, and, where appropriate, the year of accunul ation. See sanple
| abel s at Appendix F. Refer to AR 310-50 and the gl ossary of AR 25-400-2 for
use of authorized abbreviations.

(3) Position all file |abels on the upper left hand corner of folder

(4) Files retrieved by personal identifier (either in paper formor
el ectronic systens) will include the Privacy Act (PA) systens notice nunber on
the contai ner drawer, the header file, or on the conmputer disk, Conputer
system contai ning PA information not accessed by special codes nust include a
Privacy Act warni ng.

h. Disposition Standards.

(1) For nost records, the disposition standards in AR 25-400-2 are only
the generic retention period (i.e., Destroy after 2 years, Destroy after card
is obsolete, etc.). 1In these cases, use the disposition standards in Table
3-1, to determ ne and apply the exact cutoff, transfer, retirenment, and
di sposition dates.

(2) For some records, the disposition colum al so gives specific
instructions for cutoff, transfer, retirenment, or establishnent of inactive
files. In these cases, use the specific instructions rather than the
di sposition standards.

i. Filing Procedures.

(1) Check records received for file to be sure they are conplete and to
el i mi nate unnecessary materi al
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(2) Assenble correspondence for file as shown in AR 25-50
(3) Mark the file nunber on correspondence as foll ows.

(a) Menoranduns and endorsenents. Type the file nunber on the document
at the tine of creation. See AR 25-400-2 for proper placenent of the file
numnber .

(b) Letters. The file nunber will be annotated to the office file copy
at the tine of filing, not at docunent creation

(c) Qher categories of documents. The file nunber nmay be assigned to
all other categories of docunents either at the time of docunment creation or
at the tine of filing.

(d) Documents received fromother offices without a file nunber will be
annotated with the MARKS file nunber on the right-hand margin.

j. Cassified and unclassified records. File classified records
separately fromuncl assified records in approved security containers. An
exception to this separate filing rule is authorized when the record of an
action (case file) consists of both classified and unclassified records and it
is essential for reference purposes that both be filed together. They may be
interfiled together in a security contai ner

k. Files Cutoff.

(1) Files with permanent retention or retention for a specific nunber
of years are cut off at the end of the year in which action was is conpl eted.
The retention period does not start until the records have been cut off.

(2) Files without cutoffs, i.e., destroy when no | onger needed for
current operations, are reviewed and destroyed periodically.

1. Arrangenment of Files. The filing arrangenments described in
par agraph 5-9 the gl ossary of AR 25-400-2 are the only authorized nethod for
use in arranging records within a file nunber.

m File Supplies. File supplies include folders, guides, |abels,
fasteners, binders, |abel holders, nicrofiche envel opes, and other mcrofilm
encl osures such as reel containers. Any file supplies normally available from
t he Federal Supply Schedul e and sel f-service supply office may be used to
mai ntai n paper records. HQ USEUCOM wi || use 8" X 11" and 8" X 14" folders
avai | abl e through the Self-Service Supply Center (SSSC). Records Managers at
SACs and field activities will approve the use of file supplies depending on
avail ability.

n. Accidental Destruction. |In case of accidental |oss or destruction
of records by fire or other cause, the following actions will be taken

6
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(1) Reconstruct as nuch of the | ost or destroyed records as possible. A
series can often be reconstructed from copies of the information maintained in
other elenents, reading files, or data bases.

(2) Records that cannot be reconstructed will be identified on SF 135.
This will be done at the tine of retiring records to a Federal Records Center
fromthe sane fiscal or cal endar year.

0. Records Transfer and Retirenent.

(1) Permanent records retired to the Washi ngton National Records Center
are offered to the National Archives according to the retention standards in
AR 25-400-2. In sone instances, collections of historically valuable records
may be transferred directly to the National Archives when there is no
operational or adm nistrative need for them \Wen such records have been
identified, provide the USEUCOM Records Manager with a detailed description of
the records, the file nunber, the volunme in linear feet, and any restrictions
on their use. Arrangenents will be made to transfer the docunents.

(2) Detailed guidance for records retirenent is contained in Chapter 9,
AR 25-400-2. Generally, the follow ng instructions apply:

(a) Each organization will prepare a Records Transmittal and Receipt,
SF 135, for files for retirement. The SF 135 will be reviewed and approved by
t he USEUCOM Records Manager prior to shipping records. A sanple SF 135 is at
Appendi x G

(b) Files, either single or mxed series, will not be retired except in
full box lots. TOP SECRET files may be retired to the Washi ngton Nati onal
Records Center or in the case of intelligence records to the U S. Intelligence
Security Command. FOR OFFICIAL USE ONLY (FQUO) records will be treated as,
and interfaced with, unclassified files.

(c) Do not transfer or retire records that are subject to the Privacy
Act unless they are covered by a systens notice in DA PAM 25-51. |nstead,
promptly notify the USEUCOM Records Manager for gui dance.

(d) Do not transfer or retire records on persons or organizations not
affiliated with DOD. Handle any such records in accordance with instructions
in AR 380-13.

(e) Do not transfer or retire records that have a disposition of seven
years or less. Hold in the current filing area until destruction date.

(3) Retirement of contingency operation records will follow
instructions outlined in ED 55-11 or information published by the USEUCOM
Record Manager at the termnation of the operation.

p. Filing Equipment. Acquire standard GSA filing cabinets in
accordance with Common Tabl e of All owances (CTA) 50-909.

22 Jan 97 SM 5-14



(1) The Records Managers at both the Headquarters and field activities
and are del egated the authority to approve requests for additional filing
equi prent or replacenent of danaged or unserviceabl e equi prent.

(2) Funding of filing equipnent is the responsibility of the
organi zati on requesting the equi pnent.

(3) To mnimze excessive demand for all categories of filing
cont ai ners, each organization will:

(a) Promptly turn in excessive filing equi pnent when no | onger
required.

(b) Regularly dispose of files in accordance with approved di sposition
standards in AR 25-400- 2.

10. Procedures for Duplicate Energency File Program ( DEFP)

a. GCeneral. The purpose of establishing a Duplicate Emergency Files
Programis to ensure the survivability of docunents required by HQ USEUCOM f or
essential operations under national enmergency and to have enough docunents
available to plan for and inplenment reconstitution of the comrand once the
situation has stabilized. The objectives of the DEFP are:

(1) Create and maintain current duplicate files at designated sites to
support energency actions and functions.

(2) Provide one conplete set of reconstitution files for USEUCOM
energency operating files.

(3) Standardize duplicate files material selection, distribution
storage, filing, safeguarding, and inventory.

(4) Facilitate the use of technol ogy for accounting, inventory review,
retrieval, and display of duplicate enmergency files materi al

b. Duplicate Energency Files Material. These files consist of copies
of reference and record material, in any form for use at alternate sites to
allow for continuity of operations during energencies and reconstitution if
primary files are lost. Each organization nmust determine its own needs and
priorities. 1In general, this file material should include, but is not linmted
to:

(1) Operational and nobilization plans.

(2) Emergency action procedures.
(3) Instruction and reference docunents.

(4) Mssion and policy statements and Standi ng Operating Procedures
(SOPs) pertaining to critical functions.
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(5) Maps, blue prints, and charts.

(6) ADP files and docunentation

(7) Docunents cited in Chapter 11, USCI NCEUR OPLAN 4312, Part 11
c. Basic policy and procedures are contained in AR 340-26.

d. For the purpose of planning for off-site storage of DEFP materials
each directorate/staff office will:

(1) Review its organizations and functions and, in particular, actions
concerning peacetinme to wartinme transition

(2) ldentify those m nimum essential materials necessary to carry out
ener gency/reconstitution functions.

(3) Prepare duplicate copies of DEFP material and store, on site,
separate fromprimary files. Storage by directorate and staff offices should
be centralized if possible. Cearly identify all materials as DEFP files in
accordance w th MARKS.

(4) Prepare unclassified accountability and inventory for the foll ow ng
data: directorate/staff office point of contact, grade, and tel ephone nunber,
short title (unclassified), special handling required/ media and vol une.

(5) Update DEFP materials no later than March annually and provide a
revi sed master inventory to the USEUCOM Records Manager

11. Exceptions to Policies. The MARKS, AR 25-400-2 may not address all joint
record managenent requirenents or needs. Deviation fromdisposition
instructions may be requested as stated in Change 1 to AR 25-400-2, paragraph
7-4. Joint records which are not identified in MARKS will be reported by
menorandum to t he USEUCOM Records Manager for establishment of a file nunber
O her exceptions not addressed by AR 25-400-2 or this SMcan be subnmitted in
witing to the USEUCOM Records Manager for consideration

FOR THE COVMANDER | N CHI EF:

OFFI Cl AL:
DAVID L. BENTON |11
Li eut enant General, USA
Chi ef of Staff

SUSAN M  MEYER

LTC, USA
Adj ut ant Gener al
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Appendi x A
Ref er ences

A-1. DoD Directive 5015.2, Records Managenent Program

A-2. DoD Directive 5100. 3, Support of the Headquarters of
Uni fied, Specified and Subordi nate Joi nt Commands

A-3. DoD Directive 5100.55, United States Security Authority for
North Atlantic Treaty Organi zation Affairs

A-4. DoD Directive 5132.3, Departnent of Defense Policy and
Responsibilities Relating to Security Assi stance.

A-5. DoD Directive 5200.1-R, DoD Information Security Program

A-6. AR 25-1. The Arny Information Resources Managenent Pro-
gram

A-7. AR 25-50, Preparing and Managi ng Correspondence.

A-8. AR 25-400-2, The Modern Arny Recordkeepi ng System ( MARKS).
A-9. AR 310-50, Authorized Abbreviations and Brevity Codes.
A-10. AR 340-21, The Arny Privacy Program

A-11. AR 340-26, Duplicate Energency Files Program

A-12. AR 380-5, Departnent of the Arny Information Security
Pr ogr am

A-13. AR 380-13, Acquisition and Storage of Information concern-
ing Nonaffiliated Persons and Organi zati ons.

A-14. DA 25-51, The Arny Privacy Program System Noti ces and
Exenpti on Rul es
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Appendi x A (cont’d)
A-15. CTA 50-909, Field and Garrison Furnishings and Equi prnent.

A-16. USEUCOM Directive 20-1, HQ USEUCOM Organi zati on and
Functi ons.

A-17. USEUCOM Di recti ve 50-2, Adm nistration and Control of
Fi nanci al Resources.

A-18. USEUCOM Directive 55-11, Joint Task Force Headquarters
Policies, Procedures and Organization

A-19. USEUCOM Directive 90-6, Adm nistration of Security Assis-
tance Organi zations/Ofices (SAO.

A- 20. USEUCOM SM 25-13, Control of NATO Classified Mterial.
A-21. USEUCOM Sup 1 to DoD 5200. 1R

A-22. USSAN (U.S. Security Authority for NATO Affairs) Instruc-
tion |-69, Promul gated by DoD Instruction (C 5210.21).
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Appendi x B
Records Managenent Survey Checkli st

1. Does the organi zation originate, maintain, destroy
i nformati on | AWAR 25-400-2, The Mddern Arny Record Keeping
System (MARKS) and SM 5- 14, Records Managenent ?

2. Has the Organi zational Chief designated a Records Manager
(RM for their organization?

3. Does the RM perform and docunent annual records managenent
surveys of organization offices that maintained records?

4. Does the RM provide recommended corrective actions to
deficiencies listed in the annual records managenent surveys?

5. Does RMfollowup to ensure corrective action is inplenented?

6. Does the RMreview files lists for conpl eteness and accuracy,
validate, and initial and date each |ist after changes?

7. Do files' lists contain the MARKS nunber for each record
series maintained in the office, description, the PA System
Notice from DA Pam 25-51, nedia identification (paper, tape,
conputer disk, mcroform) and di sposition under that nunber?

8. Are personnel within the organi zati on aware that MARKS
contains the only legal authority for the destruction of
nonper manent Army records?

9. Does the your organi zation provide training to personnel on
policies, responsibilities, and techniques for record keeping
requi renents?

10. Does the organi zation have a set of training videos provided
by ECI1-A? Are they used for newconer and refresher training?

11. Do file folder |abels contain the file nunber, file title,
di sposition instructions, and where appropriate, the year of
accunul ation or creation?
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Appendi x B (cont’ d)

12. Do all "lead" folder |abels or "dummy" folder |abels contain
the four elenments (cited above) on file |abels?

13. Are disposition standards in AR 25-400-2, Table 3-1, used to
determ ne and apply the exact cutoff, transfer, retirenent, and
di sposition dates; i.e., are fiscal year files cutoff 30 Sep, are
cal endar year files cutoff 31 Dec, etc?

14. Are letters, other categories of docunents, and non-paper
docunents received fromoffices wthout MARKS file nunbers
"annotated"” with the MARKS file nunber on the right hand margin
at the time of filing?

15. Do file drawer | abels accurately reflect the drawer
contents?

16. Are records series with annual accumul ation peri ods

(cal endar or fiscal year) renoved fromthe active file at cutoff
and placed in the inactive file; and, are |l ead and/or "dumy"
folders transferred to the inactive file with the records?

17. Are records series in the inactive file destroyed pronptly
in accordance with specific disposition instructions?

18. Are records series with a disposition of "destroy when
super seded or obsol ete" periodically screened to ensure currency?

19. When transferring records to a records hol ding area or
retiring records to a federal records center, is the SF 135 and
SF 135A prepared in accordance wth MARKS?
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Appendi x C

Sanpl e Record Managenent Survey

ECJ1- AR (25-1Q) Dat e
MEMORANDUM FOR OFFI CE SURVEYED

SUBJECT: Annual Record Managenent Survey

1. A record managenent survey was conducted on date using the
Record Managenent Survey Checklist in SM5-14. The follow ng
defi ci enci es were not ed:

a. Record Manager for the organi zation not designated in
writing.

b. Files list did not contain disposition for the file
nunbers.

c. Inactive files were intermngled with active files. File
with specific cutoffs were not be cutoff and noved to the inac-
tive files.

d. File labels did not have the year annotated to files with
specific cutoffs.

e. File drawers were not accurately |labeled to reflect
contents inside the file drawers.

2. Please correct all discrepancies noted by date (tw weeks
shoul d be plenty of tine). |If you have any question on the
findings in paragraph 1, you can reach ne at 430- XXXX. A fol-
| omup survey is schedul ed for date.

SI GNATURE BLOCK
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Appendi x D

Recomrended Fi |l es Nunbers

O fice of Record MARKS Seri es Titles
Files series used 1 Adm ni stration
by all offices and
field activities 5 Managenent
10 Organi zati on

and Functi ons

15 Boar ds, Conmi ssi ons,
and Comm ttees

20 | nspecti ons and

| nvestigations
25 | nf or mati on Mgt
37 Fi nanci al Adm
105 Comm - El ectronics
108 Audi ovi sual Svs
310 MIlitary Pubs
340 O fice Managenent
351 School s
360 Arny I nformation
380 Security
500 Emer gency Enpl oynent

D1
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Ofice of Record

ECDC, ECCS, ECIS,
ECPLD

ECI G

ECI1

22 Jan 97
Appendi x D (cont’ d)
MARKS Seri es Titles
600 Personnel - Ceneral
604 Personnel Security
611 Per sonnel Sel ection
and C assification
690 Civilian Personnel
380-10d For ei gn Nati onal
Visits
380- 10g For ei gn Nati onal
Protocol Files
600- 25b US Visitor Files
840 Heral dic Activities
870 H stori cal
Activities
20 Assi st ance/ | nspecti on/
| nvesti gati ons/ Fol | ow up
65 Post al Service
66 Courier Service
140 U S Arny Reserve
190 Mlitary Police
210 I nstall ations

D2
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Ofice of Record

Appendi x D (cont’ d)

MARKS Seri es

220
350
381
525
530

570

601

608
621
612

614

623
630
640

672

D-3

SM 5-14

Titles

Field O gani zations
Tr ai ni ng

Mlitary Intel
Mlitary Operations

Oper ati ons and
Si gnal Security

Manpower and
Equi prrent Cont r ol

Per sonnel
Pr ocur enent

Personal Affairs
Educati on
Per sonnel Processing

Assignnents, Details
and Transfers

Per sonnel Eval uati on
Per sonnel Absences

Per sonnel Records
and ldentification

Decor ati ons, Awards,
and Honors
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Ofice of Record

MARKS Seri es

ECI2

ECI3

680
700
840
930

115

381
525
530

50

95

115

350
525
530

550

D-4
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Appendi x D (cont’ d)

Titles

Personnel Info Sys
Logi stics

Heral dic Activities
Svs Organi zations

Climatic/ Hydrol ogi cal
Topogr aphi ¢ Servi ces

Mlitary Intel
Mlitary Operations

Oper ations and
Si gnal Security

Nucl ear and Cheni cal
Weapons and Materi el

Avi ation

Cl i mati c/ Hydrol ogi cal /
Topogr aphi ¢ Servi ces

Tr ai ni ng
Mlitary Operations

Oper ations and
Si gnal Security

Foreign Countries
and National s
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Ofice of Record

ECI4

ECIS

Appendi x D (cont’ d)

MARKS Seri es

870
12
34
50

59

405
415
525
700
703

725

735

755

50

350

D-5

SM 5-14

Titles

Hi stori cal
Activities

Security Assistance
St andar di zat i on

Nucl ear and Cheni cal
Weapons and Materi el

Air Transportation
Real Estate
Construction
Mlitary Operations
Logi stics

Pet rol eum and Solid
Fuel s Managenent

Requi si tion and
| ssue of Supplies
and Equi pnent

Property
Accountability

Di sposal of Supplies
and Equi pnent

Nucl ear and Cheni cal
Weapons and Materi el

Tr ai ni ng



SM 5-14

Ofice of Record

ECI6

ECSO

Appendi x D (cont’ d)

MARKS Seri es

360
381

525
550

700
18
25
34
350
525
530

550

715
350
351
381
525

D-6

22 Jan 97

Titles

Arny I nformation

Mlitary
Intelligence

Mlitary Operations

Foreign Countries
and National s

Logi stics

Arny Automation

| nf ormati on Myt

St andar di zati on

Tr ai ni ng

Mlitary Operations

Oper ations and
Si gnal Security

Foreign Countries
and National s

Pr ocur enment

Tr ai ni ng
School s
Mlitary Intel

Mlitary Operations



22 Jan 97

Ofice of-Record

ECPA

ECLA

ECCM

Appendi x D (cont’ d)

MARKS Seri es

530

570

700
870

360
381

27
360
550

11

12
210
335

525

D-7

SM 5-14

Titles

Qper ati ons and
Si gnal Security

Manpower and
Equi prrent Cont r ol

Logi stics

Hi stori cal
Activities

Arny I nformation

Mlitary
Intelligence

Legal Service
Arny I nformation

Foreign Countries
and National s

I nternal Contro
system

Security Assistance
I nstal |l ati ons

Managenent
| nformati on Contr ol

Mlitary Operations



SM 5-14

Ofice of Record

ECCH

ECVD

Appendi x D (cont’ d)

MARKS Seri es

40
165

215

315
360
525
608
34

40

350
381

415
420
525
550

700

D-8

22 Jan 97

Titles
Medi cal Servi ces
Rel i gious Activities

Moral e, Wel fare, and
Recreati on

School s

Arny I nformation
Mlitary operations
Personal Affairs

St andar di zati on
Medi cal Services

Tr ai ni ng

Mlitary
Intelligence

Construction
Facility Engi neers
Mlitary Operations

Foreign countries
and National s

Logi stics



22 Jan 97

Ofice of Record

Field Activities

Appendi x D (cont’ d)

MARKS Seri es

740

11
12

18

34
40
50

55

58
65
66
70

190
210

D-9

SM 5-14

Titles

Storage and Supply
Activities

Arny Prograns
Security Assistance

Arny Automation

St andar di zati on
Medi cal Servi ces

Nucl ear and Cheni cal
Weapons and Materi el

Transportation and
Travel

Mot or Transportation
Postal Service
Courier Service
Resear ch

Devel opnent, and
Acqui sition

Mlitary Police

I nstal |l ati ons



SM 5-14

Ofice of Record

Si gnal

and

ment

and

and

and

Appendi x D(cont’ d)

MARKS Seri es

215

350

525

530

550

570

623

630

640

672

755

D10

22 Jan 97

Titles
Moral e, Welfare, and
Recreation

Tr ai ni ng

Mlitary Operations
Oper ations and
Security

Foreign Countries
Nat i onal s

Manpower and Equi p-
Contro

Personnel Eval uati on
Personnel Absences
Per sonnel Records

| dentification
Decor ati ons, Awards,
Honor s

Di sposal of Supplies

Equi prent



22 Jan 97

SM 5-14
Appendi x E
Sanple Files List
MARKS TI TLE/ PA NOTI CE  DESCRI PTI ON DI SPOSI TI ON MVEDI A
| a Oc file nunbers Appvd file lists Dest when
sup Paper
Il c Oc insp & surveys Insp & surv doc Dest after next
Paper
conp surv or
i nsp
i O c class doc G as doc receipt 2 yrs
Paper
receipts
I hh Oc tenp duty trvl Req & auth for TDY 1 yr
Paper
AQ037- 107bSAFM
lii Oc ml persl files Internal 201 file Dest 1 yr after
Paper
AOOO1bTAPC trnsfr or sep
of
i ndiv
5 Gen ngt corresp M sc ref or Action: 2 yrs
Paper
action itens
NA:
Dest when NLN
25 Gen info ngt Msc ref or Action: 2 yrs
Paper
corresp files action itens | nfo: Dest when
NLN
25-1d | M desi gnat i ons/ Appt/desgn Itrs Dest 1 yr after
Paper
appt AQO01DAPE term nation of
appt
25- 309 Dectrl zed instr Directves/instruc Perm Pl F on

sups Paper



bkgrd files

25-30zz

di sposal of Paper

25-55b
yrs Paper

FO A admn files

SM 5-14
22 Jan 97

Ofice copier files Ofice copiers info

FO A Info

Appendi x E (Con’t)

Sanple Files List

MARKS TI TLE/ PA NOTI CE
VEDI A

25-400-2a Recd | ocator/di sp

Paper
files
350- 37a Indv trng files/
Paper
ACB50- 37TRADOC
OPM GOVT 1
380 Gen Security
Paper
Corresp
NLN
380- 5a Sec briefings/debrf
after Paper
A0380- 67DAM
i ndi v
380- 5w Security regrading
Paper
cases
yrs
380- 5aa TOP SECRET nmateri al

See Paper

DESCRI PTI ON

SF 135 and simliar
info on trnf recds
Info on indv tng

status

Msc ref or

action itens

Brief/def stnt

| nfo on revi ew of

class mat/equip

| nff o on document

on obs
Dest on
eqpnt

Dest after 2

DI SPCSI TI ON

See AR-25-400-2

Mul ti - st andard

See AR-25-400-2

Action: 2 yrs

| nf o: Dest when

Dest 2 yrs
trsf/sep of
OPR Dest 15yrs

G hers: Dest 3

Mul ti - st andar d;



accountabi lity/

accountability

Msc ref or action

QG rpts

Ops pl ans

Info on m |l

AR- 25-400- 2

Action: Dest

| nf o: Dest when

Mul ti - st andar d;
See AR 25-400-2

Acti on:

treaties Perm PIF on

agreenents

Support docunents

Appendi x E (Con’t)

Sanple Files List

DESCRI PTI ON

Msc ref or action

Det erm nati on docs

on indiv

Msc ref or action

AOL101- 20DAM
525 Gen m| ops corresp
2yrs Paper
files
NLN
525a Command reports
Paper
525n Qper ati ons pl anni ng
Permi Pl F Paper
on sups
550- 51a Intrntl treaties
term Paper
570-4c Manpower Aut h
Paper
22 Jan 97
14
MARKS TI TLE/ PA NOTI CE
MVEDI A
600 Gen persnl corresp
yrs Paper
NLN
600-200d Pronotion eligblty
Paper
det erm nati ons/
A0600- 200TAPC
623 Gen persnl eva
yrs Paper corresp file

Dest when NLN

Dest when NLN

SM 5-

DI SPCSI TI ON

Action: Dest 2

| nf o: Dest when

Dest 1 yr

Dest 2
| nf o:

Acti on:



672-5-1b M| awd cases Recommendat i ons, Dest: 2 yrs

Paper
revi ews, approval/
di sapprl of mlitary
awar ds
710- 2¢c Hand receipt files Hand receipts Dest on turn-in
Paper A0710- 2bDALO of
prop or
ot her conpl acc
E-3
SM 5-14 22 Jan 97
Appendi x F
SAMPLE FI LE LABELS
File labels wll include the file nunber, file title, Privacy Act
System notice nunber (if applicable), and the disposition
instructions. Include the year of accunulation when a file is

cut off after a time period. Do not include the year on a file
wi th an event disposition or on the “ACTlIVE" folder of a tine-
event file. For specific guidance refer to AR 25-400-2, chapter
6, 7, and appendi x B.

la - Office Files Nunbers File with no cutoff.
Destroy individual record

Dest when supsd when super seded.




1x - Ofice Gvilian
Personnel Tine and
At tendance Fil e

PA Sys AQ0D37- 105aSAFM

COFF: 30 Jun 97

Dest: Jan 98

(97)

1x- O fice Gvilian
Per sonnel Ti ne and
At t endance Fil e

PA Sys AQ037- 105aSAFM

COFF: 31 Dec 97

Dest: Jul 98

(97)

lhh - O fice Tenporary
Duty Files
PA Sys AQ037- 107bSAFM

(FY97)

File wwth 6 nonth cutoff.
Cutof f and destruction identified.
Year of accunul ation and PA System
notice required on this file.

Sane as above. Second file

for the fiscal year.

Fi scal year file. D sposi-
tionis 1 year. Cutoff and de-
struction identified. Year of

accumnul ati on and PA system notice
required on this file.

F-1

SM 5-14

Appendi x F (cont’ d)

SAMPLE FI LE LABELS

COFF: 30 Sep 97
Dest: Oct 98
22 Jan 97
1Inn - Ofice Message (97)
Ref er ence
COFF: 31 Dec 97
Dest: Jan 99

1-1c - Annual Funding
Program

(FY97)

COFF: 30 Sep 97, Trf RHA Cct
99, Dest Jan 04

File with 1 year cutoff.
Cutof f and dstruction identified.
Year of accunul ation required.

Fi scal year file.
Di sposition is 6 years and 3 nths.
Cutof f, transfer and destruction
information identified in accord-
ance with AR 25-400-2, Table 7-1.
Year of accunul ation is required.



25 - General Info Myt
Corresp Files

(97)

ACTI ON:
COFF:
Dest :

31 Dec 97
Jan 00

25 - Ceneral
Fil es

Info Mgt Corresp

NONACTI ON
Destroy when NLN for current
ops

SM 5-14

Action Files. Di sposi -
tionis 2 years. Cutoff and
destruction identified. Year of
accunul ation is required.

Nonaction files. No year
of accunul ation. Files nmust be
reviewed for obsolete information
annual ly, at a m ni num

F-2
22 Jan 97

Appendi x F(cont’ d)

SAMPLE FI LE LABELS

380-5b - Security Inspections/
Surveys

Destroy after next conparable
i nspection or survey

380-5w - Security
Regr adi ng Cases

(97)

COFF 31 Dec 97, Trf RHA Jan
00, Ret WANRC Jan 01, Dest Jan
13

Event disposition file.
Records destory upon conpl etion of
next conparabl e inspection or
survey.

File with 15 year di sposi -
tion. Year of accunulation re-
quired. Cutoff, transfer and
destruction information is in AR
25-400-2, table 7-1.



525n - Cperations Planning Active Permanent File.
Files . . . .
Place in an inactive file when
ACTI VE super seded or obsol ete and cutoff
PERVANENT. PIF on sups or obs [ at the end of that year.
and cutoff at the end of that
year
525n - Qperations (97) | nactive Permanent File.
Planning Files Year of accumul ation required.
| NACTI VE ;htoff, Frangfer and destruction
COFF 31 Dec 97, Trf RHA Jan information is in AR 25-400- 2,
00, Ret WNRC Jan 01, PERM table 7-1.
F-3
22 Jan 97 SM 5-14

Appendi x F (cont’ d)
DUMMWY FOLDERS LABELS

Dummy Fol ders

-- If there are several folders under one nunber, only
the I abel on the first folder of the series nust show all of the
required | abel information. Labels on the other folders under
that sanme file nunber will show the file nunber, a brief identi-
fication of material in the folder, and year if applicable. A
“dummy” fol der (secured shut) or guide card with a | abel contain-
ing required | abel entries may al so be used.

lii - Ofice M| Personnel
Fil es
ACTI VE PA Sys A0001bTAPC
ACTI VE

PIF after tranfers or sep of
t he indi vi dual

lii - Shue, Jim
lii - Doe, John A




lii - Doe, Jane A

lii - Ofice Mlitary (97)
Personnel Files
PA Sys AC640- 10cTAPC
| NACTI VE | NAGTT VE
COFF: 31 Dec 97
Dest: Jan 99

lii - Walker, Annette P.
lii - Jones, Rogers L.

lii - Adans, Joe C.

F-4
SM 5- 14

Appendi x G

SAMPLE STANDARD FORM 135

USE PERFORM PRO FI LLER
TO PULL UP ATTACHVENT

22 Jan 97
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